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VACANCY ANNOUNCEMENT 
          ANNOUNCEMENT NUMBER – 24 - 08 

 
OPEN TO:  All Interested Candidates 

 
POSITION: Project Management Specialist, FSN–4005-12 
 Depending on qualifications and experience, 

 incumbent may be hired at a trainee grade. 
 

OPENING DATE: April 28, 2008 
 
CLOSING DATE: May 15, 2008 

 
WORK HOURS: Full-time; 40 hours/week 
 

 
The United States Agency for International Development (USAID) in Bangladesh is 

seeking applications for the position of Project Management Specialist in the Office 
of Population, Health, and Nutrition (PHN). 
 

BASIC FUNCTION: 
 

The Project Management Specialist is a recognized expert in the field of Public 
Health in Bangladesh, particularly in primary health care service delivery and 
NGO programming.  He/she serves as a principal advisor and assistant to the 

Deputy Director and Director providing substantive advice and support in the 
formulation and administration of the overall population, health and nutrition 
(PHN) program of USAID Bangladesh.  He/she is instrumental in the 

conception, design, development, negotiation and implementation of highly 
visible and critical projects which directly impact on the success in achieving  

HUMAN RESOURCES OFFICE 
U.S. EMBASSY DHAKA 



 

 

 
USAIDõs goals and objectives in the health sector.  The incumbent has 
extensive knowledge and expertise in the management of non-governmental 

organizations and in working with high level government officials and other 
donors working to achieve population and health objectives.  He/she will 

coordinate with the GOB, other donors and stakeholders to ensure maximum 
impact of USAIDõs investment in the NGO sector.  He/she serves as the 
designated Cognizant Technical Officer (CTO) in management of all aspects of 

the Smiling Sun Franchise Program (SSFP), which is PHNõs flagship program 
for healthcare service delivery by NGOs. 
 

The incumbent is responsible for the administration and management of 
assigned projects to ensure that objectives are achieved in accordance with 

program descriptions and work plans. This entails providing technical advice to 
contractors and grantees and the staff of PHN; monitoring project progress 
against objectives; ensuring compliance with terms and conditions of 

agreements; ensuring timeliness of implementation; monitoring budgets, 
pipelines, accruals and other financial matters.  The incumbent will evaluate 

contractor performance, maintain project records and status reports, prepare 
necessary project documentation, recommend solutions to problems, and 
otherwise assist in the day to day management of projects. 

 
The incumbent is PHN's chief liaison with the Government of Bangladesh and 

ensures open lines of communication and collaboration with all the government 
ministries and other stakeholders.  The incumbent will provide professional 
advice on the implementation of public health programs and on major sectoral 

issues and national policies.  The incumbent will use his/her independent 
judgment and initiative to complete complex tasks with minimal supervision. 

 
MAJOR DUTIES AND RESPONSIBILITIES: 
 

A. As senior public health expert and Mission advisor for NGO programming, 
the incumbent will perform the following duties:      

      
Å Maintain senior level contact with Government of Bangladesh and other 

donors to provide advice, guidance and support to the Mission and PHN on 

future direction of the national family planning and health program, on 
overall management of PHN program activities and on strategies to achieve 
the overall objectives of the PHN program. 

Å Provide support to the Mission and PHN on policy formulation, strategic 
planning and technical considerations in the design of programs in 

population, health and nutrition.  Undertake appropriate actions to further 
the policy agenda in achieving Mission goals and objectives in the health 
portfolio. 
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Å Coordinate with other donors, senior level officials of the Ministry of Health 
and Family Welfare and other government ministries, international  

  organizations and other stakeholders in order to achieve the objectives of the 

PHN program and the overall Mission goals.  
Å Based on the incumbentõs observations and judgment, research reports, 

intervention studies and surveillance data, incumbent will inform, advise 
and make recommendations to the Mission on existing population and 
health issues. 

Å Assist the PHN Director and Deputy Director in identifying and tracking 
performance indicators to be incorporated in the Mission annual report and 
Performance Monitoring Plan, and in the drafting of the Operational Plan and 

other Mission reporting documents for USAID Washington.  Assess the 
quality of data for the Operational Plan and other reporting documents. 

Å Chair or represent PHN /USAID at important meetings (both within and 
outside the Mission). Represent USAID on important national level 
committees and task forces including the Group for developing Terms of 

References for GOB-NGO collaboration, the USAID-Government of 
Bangladesh Health and Population Program( UBHPP) working Group for 

SSFP, and the UBHPP Corporate Steering Group. 
Å Work closely with the PHN UBHPP partners and other parties to ensure that 

program achievements and lessons learned are properly disseminated to the 

representatives of the PHN sector. 
Å Represent USAID/Bangladesh at international and national meetings that 

establish policy recommendations on public health issues for the region and 

individual countries. 
Å Prepare briefing papers, talking points, memos or cables for information and 

action, and responds to requests from Mission management, USAID 
Washington, and other parties as needed. 

 

B. Incumbent is the designated Cognizant Technical Officer (CTO) for the 
Smiling Sun Franchise Program (SSFP).  SSFP is a contract and is PHNõs 

flagship project with an annual budget of ~$11 million per year.  It is a 
consortium of two international partners providing technical and 
management support to 30 local NGOs in health care delivery to 

approximately 20 percent of the population of Bangladesh.  SSFP CTO duties 
include: 
Å Provide technical advice, guidance, oversight and monitoring of program and 

management activities of the SSFP.  
Å Carry out all Cognizant Technical Officer (CTO) responsibilities including 

approval of annual workplan, approval of key staff, approval of sub-grants, 
monitoring progress toward the achievement of program objectives, reviewing 
programs and financial reports, all other responsibilities specified in the CTO 

Designation. 
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Å Maintain frequent liaison and direct communications with SSFP, and provide 

feedback to the USAID team on management and monitoring issues of the 

Contract as well as progress in achieving goals and objectives.  
Å Review, analyze and approve SSFP sub-agreement applications of local 

partner NGOs, and process approval for SSFP sub-contracts in consultation 
with the Deputy Director and Director, and the USAID Contracting Officer. 
Å Provide professional guidance and technical advice on the development of 

SSFP annual workplans. Ensure that the UBHPP program objectives and 
intermediate results are achieved. Track SSFP quarterly performance and 
financial reports to ensure compliance with the Program Objective Agreement 

(PROAG).  
Å Coordinate with GOB officials, other UBHPP partners, and representatives 

from donor agencies on important implementation and policy issues related 
to service delivery, establish project priorities, project input, expected results 
and implementation time frames, taking into consideration the Mission's 

sectoral objective, host government needs and expectations, resource 
constraints and the capabilities of the implementing partners. 

Å Lead regularly scheduled meetings and program reviews with implementing 
partners to discuss the progress of program implementation, including 
setting the agenda, leading the discussion and ensuring that the meeting 

minutes are recorded. 
Å Make regular field trips to monitor program implementation and to meet with 

customers and beneficiaries.  Write trip reports and share findings with 

partners and PHN team. 
Å Ensure compliance to Mexico City Policy, Tiahrt Amendment and other US 

Government legislation and policy restrictions. 
Á Based on personal observations, assessment reports, performance statistics 

and information collected during field visits and other available data, advise 

and make recommendations on policy and implementation issues. 
Å Provide technical guidance on NGO cost recovery, initiatives for 

sustainability of sub-grantee NGOs, utilization of NGO program income for 
operational expenses and other actions to further strengthen the program.  
Process approval for the utilization of program income at an estimated 

amount of $ 1.5 million/year. 
Å Coordinate with Mission Controller and financial analyst to track 

expenditures, pipeline, incremental funding and ensure that the SSFP 

program complies with USAID financial documentation procedures. Advise 
PHN and Mission Controller and the financial analyst of any financial 

discrepancies. 
Å Maintain close contact with SSFP contact responsible for finance and 

administration to ensure that obligations, expenditures, and pipeline 

conform with action plans, agreements and budgets. Work in collaboration 
with PHN and the implementing partners to prepare quarterly accruals and 

other reporting. 
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Å Recommend in writing to the Contracting Officer any changes desired in the 

Program Description and technical provisions of the award with justification 

for the proposed action. 
Å Ensure that all funding actions comply with USAIDõs forward funding 

guidelines (ADS 602). Initiate requests to the Contracting Officer to de-
obligate funds at any point that funding in the award is determined to be 
excessive.  

Å Ensure compliance with Non-Federal audits and closure of open 
recommendations.  
Á Analyze and approve/disapprove international training requests, consultant 

visits and procurement of vehicles, equipment, and other essential supplies 
based on action plans and agreements with SSFP and its partnerships. 

Å Assist in making arrangements for visits to project sites by VIPs and other 
officials. 
Å Advise and provide professional guidance in the management of Rational 

Drug Funds by NGOs. 
 

C. As senior advisor for government relations, the incumbent will perform the 
following duties:  

Å  Maintain an advisory role and collaborative working relations with senior 

government officials at the Additional Secretary, Joint Secretary and Director 
Generals levels to coordinate policy and administrative matters pertaining to 
the overall UBHPP program. 

Å Liaise with the GOB, NGO Coordinating Organizations, donors and 
implementing agencies to provide direct support to UBHPP program 

components working with the Ministry of Heath and Family Welfare 
(MOHFW), Planning Commission and other GOB entities to accelerate the 
UBHPP work plan approval process, and ensure that UBHPP components 

have requisite GOB CD/VAT access as per their procurement plans. 
Å Coordinate national level Corporate Steering Group meetings annually to 

ensure approval of UBHPP workplans. 
Å Lead discussions to revise program results.  Conceptualize and draft 

amendments to cooperative agreements, the PROAG and other documents 

that are in line with new program directions. 
 Å Provide UBHPP budget and expenditure reports to GOB. Coordinate with 

projects and GOB officials for financial reporting and management. 

 
D.  Supervisory Duties 

 
Å The incumbent will assume supervisory duties for Foreign Service National 

staff as assigned by the PHN Director. 
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The incumbent is responsible for operating USAID information systems and 
information security to a level of òSeparation of Dutiesó, òIndividual 

Accountabilityó and òNeed to Knowó as defined in ADS 545.3.2.1 and also 
below: 

  
Separation of Duties - That an individual does not have the authority to 
complete an entire process (multiple independent actions), such that each 

action acts as a "check" on other actions within the process.  This 
"compartmentalizes" the independent actions, and decreases an individual's 
ability to perform multiple actions or to complete the entire process, which 

may result in a security breach. 
 

Individual Accountability - That an individual is solely responsible for his or 
her actions. He or she may be required to explain and defend those actions to 
organizational authorities that can impose penalties against misuse or abuse 

of authorized actions. 
  

Need to Know - That an individual, in the performance of his or her duties, 
has the requirement to access specific information, which would otherwise not 
be accessible to him or her.  He or she must protect the information, using 

safeguards appropriate to its sensitivity level, to ensure that other individuals 
who do not have an access requirement or authorization do not access it. 
 

QUALIFICATIONS REQUIRED:  
 

A. Education:   
 
Masters degree in Public Health or equivalent required. 

 
B. Prior Work Experience:   

 
Five to seven years of progressively responsible, professional-level experience in public 
health is required, including program management, data analysis, interpretation and 

presentation.  At least three years experience in development assistance or related 
work for host government, foreign government, other donor agencies, host-government 
organizations or the private sector.  Experience working with NGOs and liaising with 

the government. Significant experience in social franchising is preferable. Leadership 
and senior level management expertise in order to influence GOB policy and maintain 

productive relationships to support program implementation and operations. 
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C. Language Proficiency:   
 

Level IV (fluent) English and Fluent Bangla. 
 

D. Knowledge:    
 
Must have thorough knowledge of the concepts, principles, techniques and 

practices of family planning and primary health care delivery in developing 
countries.  Must have thorough knowledge of NGO programs and 
management, as well as GOB health programs, inter-ministerial relations and 

how GOB functions within and between various GOB entities, thorough 
understanding of GOB budget process, relations to the National Board of 

Revenue within the Ministry of Finance and Planning; and the working 
relations of the Prime Minster Office and NGO Affairs Bureau.  Should have 
thorough knowledge of Bangladeshõs economic, political, social and cultural 

characteristics and of the history of development assistance activities in 
Bangladesh.  Should have or be able to acquire a thorough knowledge of U.S. 

development assistance, programming policies, regulations, procedures and 
documentation.  Should be familiar with US restrictions on family planning 
assistance. 

 
E. Skills and Abilities:   
 

Ability to plan, organize, manage and evaluate complex projects is required.  
Ability to obtain, analyze, and evaluate a variety of data and to organize and 

present it in meaningful terms to others, particularly Mission management, is 
required.   The ability to draft factual and interpretive reports covering 
complex subject-matter is required.  Ability to exercise good social and 

professional judgment, excellent interpersonal and communication skills in 
cross cultural and multi-level settings.   Ability to establish and maintain an 

extensive range of contacts with high-level officials of host government and 
with influential persons in the private sector.   Ability to maintain collaborative 
working relationships in a team structure. Ability to provide intellectual 

explanations on any policy issues related to GOB and foreign government 
programs. Ability to handle sensitive policy matters with the GOB 
diplomatically in order to make the program more results oriented. 

 
 

HOW TO APPLY:  Interested candidates are requested to submit the 
completed "Application for Employment as a Foreign Service National” 
Form stating their level of education, experience, etc. that describes key  

experiences and perspectives which demonstrates how they qualify for 
this position to USAID, Human Resources Section, Room 64, Executive  
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Office, American Embassy, Dhaka, no later than close of business May 
15, 2008.   

 
The pick-up/drop off point for job applications would be the South barrier 

(near the Vatican Embassy).  A copy is also attached at the bottom of this 
message for your convenience.  
 

Only complete and up-to-date application will be accepted.  Inaccuracies, 
omissions or false statements may be cause for disqualification or 
termination of employment.  Information given on the application may 

be verified at any time.  
 

SELECTION PROCESS:  After an initial application screening, the best-
qualified applicants will be invited to a testing process, which will include 
written examinations and oral interviews.  The probationary period for this 

position is one year.  
 

ADDITIONAL SELECTION CRITERIA:  The Mission will consider issues such 
as conflict of interest, nepotism, budget implications, etc., in determining 
successful candidacy. 

 
NOTE:  Employees in probationary status are not eligible to apply.  Members 
of the same family (father, mother, spouse, child, brother, sister, uncle, aunt, 

first cousin, niece, nephew, grandparent or grandchild, in-laws or step-
relatives) will not be employed at the same time in the same agency unless it is 

in the best interests of the Mission and approved by the Director of the agency 
involved.  In no case will family members be employed in the same working 
unit of an agency.  They may be employed in different agencies. 

 
Clearance:   SSaha/HR:     (in draft dated 04/27/08)   

 
  EZehr, /EXO:  (in draft dated 04/27/08)    
 

 
EXO/HR 
04/27/08 

 


